Overall Timeline For Event

The following are considered some of the most critical items that Event Co-Chairs should have in place:

11-12 Months Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Hold Relay Wrap Up Party
	
	
	

	Find Event Co-Chairs
	
	
	

	Find Event site, date, time
	
	
	

	Collect Event Surveys from participants
	
	
	

	Determine goals for upcoming year
	
	
	

	Send newsletter (regular mail or by email)
· Announcing Relay results and winners
· Job descriptions for Committee Chairs
· Recruitment of committee for next year
	
	
	


9 Months Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Recruit committee chairs-- survivors, former team captains to be on committee
	
	
	

	Prepare Sponsorship Proposal—see staff person 
	
	
	

	Start Recruiting Teams
	
	
	

	Newsletter—team captains, survivors, committee
	
	
	

	Find out dates of Regional Chair’s leadership  meeting and Relay University
	
	
	


7 Months Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	First Committee Meeting

- Appoint all needed committee chairs 

-  Distribute job descriptions and timelines for each   committee chair 

-  Finalize Team Captain’s Packets

-  Determine meeting schedule
	
	
	

	Committee chairs recruit committee members
	
	
	

	Begin corporate sponsorship asks
	
	
	

	Contact All Last years team captains and survivors by phone and email to keep them in loop about date and location of event, invite them back
	
	
	

	Attend Relay University
	
	
	

	Continue Recruiting Teams
	
	
	

	Newsletter—team captain, survivors, committee
	
	
	


6 Months Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Rally/Community Kickoff

- Invite Survivors, Team Captains, Team Members, sponsors, etc.

- Bring Team Captains Packets, Brochures and Info

- This can be 6-9 months before the event (decide based on your area whether to do it before or after holidays – or some events hold a Fall Community Relay and a Spring Kickoff)
	
	
	


5 Months Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Committee meeting
	
	
	

	Newsletter—team captains, survivors, committee
	
	
	


4 Months Before Event  ________, 20__

	Item
	Personal

Responsible
	Target Date
	Status

	Committee meeting
	
	
	

	Chamber of Commerce Visit and Mailing Request
	
	
	


3 Months Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Go to two committee meetings for month
	
	
	

	Advertising Blitz Saturday – paper the town with posters, brochures, requests for in kind donations, search for teams, etc.
	
	
	

	Team Captain’s Meeting #1
	
	
	

	Estimate and order T-shirts, signs, luminaria bags and candles, etc. needed
	
	
	

	Newsletter—team captains, survivors, committee
	
	
	

	Make sure Logistics has a security plan in place
	
	
	


2 Months Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Two committee meetings
	
	
	

	Team Captain’s Meeting #2 and Bank Night
	
	
	

	Newsletter—team captains, survivors, committee
	
	
	


1.5 Months Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Team Mentoring Committee/ Committee member calls all team captains to emphasize importance of Team Captain Meeting #3, answer final questions, and help new teams
	
	
	


1 Month Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Two committee meetings
	
	
	

	Advertising Blitz Saturday – paper the town with posters, brochures, requests for in kind donations, search for teams, etc.
	
	
	

	Newsletter—team captains, survivors, committee
	
	
	

	Team Captain’s Meeting #3 and Bank Night
	
	
	

	Develop your event program
	
	
	


2 Weeks Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Purchase all needed logistical materials/ ensure that someone has them
	
	
	


Week Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Ensure all items on Day of Checklist are acquired
	
	
	

	Ensure that On-Site Volunteers needs are filled
	
	
	

	Meet at Site to walk thru site, logistics, etc.
	
	
	

	Letters to local neighbors about event/ possible noise/ appreciation of support
	
	
	


Day of Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Have committee members split up and visit EVERY team to gather the following info:

-  how is the event?

-  concerns?

-  ideas for other contacts in the community that might want to participate

-  individuals interested in being on the planning committee
	
	
	


Follow Up

	Item
	Person Responsible
	Target Date
	Status

	Final Newsletter with Results
	
	
	

	See 12 months before event!
	
	
	

	Develop event survey
	
	
	

	Event Critique meeting
	
	
	

	Complete event critique form
	
	
	

	Thank yous
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